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Purpose

@ To successfully enter time for the
pay period without errors
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Timesheet

(1) Navigation bar ]
=3
©®. WebTADS ,sc (Development and Test) Welcome: DUEY DUCK System: Normal Today is 03/31/2006
My Timesheet Online Support Logout
Name: DUCK, DUEY Tour Type: S Routed: 0CONT
FLSA: Exempt Part-time Hrs: 0 Phone: 256-555-1111
Approved: No Approved By =l cave Balances | hide details

| v

4—— Message of the Day ]

@ The 2004 Combined Federal Campaign end

Hello from WebTADS

(2) Employee Details ]

Normal (01/23/2005 - 02/05/2005) & 4

Approval Status: N

Tota]

(6) Add project to timesheet

Week 2 Total

Approved OT Reguests: None for this pavperiod. GRAND TOTAL: 0.0
Enter a comment

(4) Empty timesheet ]

=
comment———————Tacuon entersaon |enercany ] ‘ (5) Comments ]
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Navigation Bar (1)

Vi~
©. WebTADS Jsc {(Development and Test) Welcome: DUEY DUCK System: Normal Today is 03/31/2005
My Timesheet Online Support Logout

+ My Timesheet: Return to your timesheet
+ Online Support: Opens online support in a new browser
window
m Online support topics include FAQ, timesheet information,

leave request, overtime request, icon definitions, hour
types, and center information

+ Logout: Logout session in WebTADS
m Recommended after session completed with WebTADS
+ American Flag icon: List of Federal holidays
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Employee Detalls (2)

©. WebTADS Jsc (Development and Test) Welcome: DUEY DUck =] System: Normal Today is 03/31/2005
My Timesheet Online Support Logout
Name: DUCK, DUEY Tour Type: S Routed: 0CONT
FLSA: Exempt Part-time Hrs: Phone: 255-855-1111
Approved: No Approved By: [E=lLeave Balances | hide details

+ Name: Employee’s name

+ Tour Type: Abbreviation of tour type
s S — Standard
s C — Compressed

m U - Uncommon
m V — Variable
m F — Flexible
n M — Maxiflex
m |/X — First Forty
+ Routed: Organization to which employee timesheet routed
for approval
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Employee Detalls (2)

N

=
© WebTADS .sc (Development and Test) Welcome: DUEY DUCK =] system: Normal Today is 03/31/2005

My Timesheet Online Support Logout
Name: DUCK, DUEY Tour Type: 5 Routed: 0CONT
FLSA: Exempt Part-time Hrs: 0 Phone: 256-555-1111
Approved: No Approved By: [B=]L cave Balances | hide details

+ FLSA: Indicates if employee is Exempt or Non-exempt

+ Part-time Hrs: If part-time employee, will show number of part
time hours

+ Phone: Employee phone number
+ Approved: Timesheet Approval status (yes/no)

+ Approved by: If timesheet is approved, will have date, time, and
name of approver

+ E-mail: Employee’s email address
+ Tour of Duty: Scheduled work hours
+ Leave balances: Show employee attributes

+ Hide details: If clicked, then only name, tour type, and tour of duty
will appear in the gray box
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Command Bar (3)

N

Normal (01/23/2005 - 02/05/2005) E &

L 2

Update: Save changes made to timesheet

Reset: Will clear timesheet, unless update button already clicked
+ Dynamite: Will show general errors on timesheet

+ System Status:

2

m Normal — Current pay period

m Adjust Request — Adjustment (Up to three pay periods prior
to active pay period)

m View — Uneditable timesheet (Previous timesheets up to
1 year from active pay period)
+ Dates: Pay period date range
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Command Bar (3)

Normal (01/23/2005 - 02/05/2005) & 4

+Calendar: Submit an adjustment to timesheet
m Edit — Current timesheet
m View — A timesheet in a previous pay period
m Prior Pay Period Adjustment (PPPA) — Make an

adjustment to a timesheet (up to 3 pay periods)
+ House: Return to my timesheet in the active pay period
+ Letter: Submit/View an overtime request
+ Palm Tree: Submit/View a leave request
+ Filing cabinet: Add a project to timesheet
+ Adobe Acrobat logo — Formats timesheet for printing
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Empty Timesheet (4)

L

I
©®. WebTADS usc (Development and Test) Welcome: DUEY puck B System: Normal Today is 03/31/2006

My Timesheet Online Support Logout
Hame: DUCK, DUEY Tour Type: 5 Routed: DCONT
FLSA: Exempt Part-time Hrs: 0 Phone: 255-555-1111
Approved: No Approved By: =l cave Balances | hide details

I»

@ The 2004 Combined Federal Campaign ended on 111 2/2004.

Hello from WebTADS

Approval Status: N

Project & (Add)

Total hours
for Week 1

Total hours
Approved OT Reguests: N fOI’ WEEK 2

Enter a comment

Week 2 Total

GRAND TOTAL:

pal

Total hours for
pay perlod Work schedule hours
mm appear below date to

match work schedule
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Comment (5)

N
\J

Comment box is optional for time entry.

The comment box is a useful feature allowing the employee to clarify
or communicate any additional information to his/her approver.

@ After comments are entered, they cannot be deleted and are not
editable.

sun
Project & ]1 011’23

eek 1 Total 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Mo

® @

sSun Sat
Project & (Add) Total 01f30 i ] 21 ] | 02/05
3.0 8.0 8.0 8.0 8.0 0.0
l _tl 0.0 0.0 0.0 0.0 0.0 0.0
Approved OT Reguests: Nene for this pavperied. GRAND TOTAL:
Ente omment
El Comment
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Add Project (6)

Project & {Add) Total 01i23

£k 1 Total 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

\l Click to add a project J

To add a project to an empty timesheet, first click
(Add) or the filing cabinet & . This takes you to the Add Projects page (below).

DUCK, DUEY

Add Projects

WBS Remark Hour Type

0411011CS - Space Comm Ops Integ Civ Serv Spt ﬂ
0414085 -- Space Comm Mav & Comm Architecture

0414085 E0605 - Space Comm MNav & Comm Architecture

0302001 -- 09101 : Other Administrative Services
0902001 E0002 — Safety

0902001 E0003 - EA Rotational Engineer

‘_ | REG - Regular j Add Project I
0902001 E0004 — Div Reps Safety & Quality

0902001 EQ005 - HR. Tracking and Planning |
[0411011CS - 336340200 E0S72]  [3383402SW - 377101040 11520]  [3771010CL - 72250DN]  [732S0EX - ROST10083701]

e AN

Labor codes are labeled in numerical order. The bold-faced link contains the
codes currently displayed. The other links, contain additional codes. Click the
link to populate the box with another set of labor codes. The highlighted line
denotes the labor code selected.
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Add Remark (optional)

DUCK, DUEY [E]

Add Projects

WES Remark Hour Type

0411011CS - Space Comm Ops Integ Civ Serv Spt i’
0414085 -- Space Comm Mav & Comm Architecture

0414085 E0605 - Space Comm MNav & Comm Architecture

0902001 -- 09101 . Other Administrative Serices
0902001 EQ002 — Safet

: g [TDY| [REG — Regular =] Add Project |
0902001 E0003 - EA Rotational Engineer

0902001 E0004 - Div Reps Safety & Quality T

0902001 EO005 - HR: Tracking and Planning =]
[0411011CS - 3363402QD E0572]  [33634023V - 377101040 11530]  [3771010CL - T32S00N]  [722S0EX - RST10063701]

The remark field is NOT a required field. An example of its use
would be TDY (travel). Check with your project manager for
additional remark codes.
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Add Hour Type

DUCK, DUEY

Add Projects

WBS Remark Hour Type

0411011C5 - Space Comm Ops Integ Civ Serv Spt i’
0414085 - Space Comm Mav & Comm Architecture

0414085 EO605 - Space Comm Nav & Comm Architecture

0902001 -- 09101 ; Other Administrative Services
0302001 E0002 — Safet

0902001 EO0O3 - EA Rotational Engineer

ITDY IREG -- Regular j Add Project I

0902001 EOOO4 - Div Reps Safety & Quality l H?_ - Hazrd Pay
0902001 EO00S - HR Tracking and Planning | CTU — Comptime Used
[0411011CS - 336340200 E0572]  [33634028V - 37710104D 11530]  [3771010CL - 733500M]  [T3250EX - R95T10063701] TCTU — Travel Comptime Used

RCTU - Religious Comptime Used
OT - Overtime

Choose leave and special hour fypes hers: HW -- Holiday Worked
- OTHZ -- Qvertime, Hazard Pay
IAL el s J Ml WOL - Volunteer Time/Other Time on Premise

The dropdown box contains available hour types. These will vary
per employee based on his/her attributes and work schedule.
Click on the desired hour type (the highlighted line denotes the
one selected). Now click the Add Project button.
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Project Added

N

DUCK, DUEY
Add Projects

WBS Remark Hour Type

0411011CS - Space Comm Ops Integ Civ Serv Spt i’
0414085 -- Space Comm Mav & Comm Architecture
0414085 E0605 -- Space Comm Mav & Comm Architecture

0902001 -- 09101 ; Other Administrative Services
0902001 E0002 - Safety REG - Regular =l Add Project |

0902001 EO003 -- EA Rotational Engineer
0902001 E0004 -- Div Reps Safety & Quality
0902001 E000% -- HR. Tracking and Planning =

[0411011CS - 3363402QD E0572]  [23834023W - 3771010AD 115301  [3771010CL - 732500NM]  [V32S0EX - RSST10063701]

Chooze leave and special hour types here:

AL — Annual Leave - Add Leave |

Projects for Timesheet (DUCK, DUEY )
0902001 E00O2 oY REG ‘_
Safety

The selected labor code and hour type will be added to the bottom of the page and to
your timesheet. Clicking the X next to the project will delete that project from your

timesheet profile.
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Project Added (cont)

Normal (01/23/2005 - 02/05/2005) &

Approval Status: N

Sun
Project @ (Add) 01123
0.0

X @ 0202001 EDOO2 oY REG W0 |U.U
Safety '
Yieek 1 Total 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Project &' {Add)
X f@ 0902001 EO0OZ DY REG
Safety
Vissk 2 Total 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
GRAND TOTAL: 0.0

The project also has been added to the timesheet.

(Note: Just as on the timesheet profile, the X may be clicked to
delete the project from the timesheet. The X only appears when
zero hours populate a project.)
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Time Entry

To enter time on your timesheet:

N
\J

(1) Click the day that you would like to enter time.

Sun
Project &' (Add) 0123
0.0

0802001 E0002 oV REG
X e 0.0 IF

Safety

I_k

Week 1 Total 0.0 0.0 0.0 \ 0.0 0.0 0.0 0.0

H

(1)

(2) Enter the number of hours worked on that day.

Approval Statu N

3 sSun
( ) Project = (Add) 011’23

0902001 E0DOZ
I[].U

eek 1 Total 8.0 0.0 8.0 0.0 0o 0.0 0.0 0.0

(3) When time entry is complete, click the update button
This will save the time you have entered on the timesheet and
total the hours.

04/01/2005 17




Adding Leave

N

%

#® From the Add Projects page, click to add a leave hour type. The
highlighted code in the dropdown box denotes the one chosen.
In this example, we are adding annual leave. Note: A labor
code is not chosen with leave.

DUCK, DUEY [Z]

Add Projects

WBS Remark Hour Type

0411011CS - Space Comm Ops Integ Civ Serv Spt i’
0414085 - Space Comm MNav & Comm Architecture

0414085 E0605 -- Space Comm Nav & Comm Architecture

0902001 - 09101 : Other Administrative Senices

0902001 E000Z - Safety REG -- Regular j Add Project I
0902001 E0003 -- EA Rotational Engineer
0902001 E0004 -- Div Reps Safety & Quality
0302001 E0005 -- HR Tracking and Planning LI
[0411011CS - 3363402QD E0572]  [33834025W - 3771010AD 115301  [37F1010CL - F32500N]  [F3250EX - RSST1 00637011

Choose leave and =pecial hour types here:

AL - Annual Leave j Add Leave |
AL A e——————

DELU -- Donated Em Leave Used

DMLU -- Danated Med Leave Used

KLV -- Excused Leave

FMSF — FIMLA Sick Leave - Family

FIMSS - FMLA Sick Leave - Self

FMAL -- FMLA Annual Leave

HL - Holiday Leave

HOME -- Home Leave

CL - Court Leave

ML - Military Leave 4|
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Adding Leave (cont)

N

L

DUCK, DUEY

[0411011C5 - 3365340200 E0572]

Add Projects

WBS Remark Hour Type

0411011CS - Space Comm Ops Integ Civ Serv Spt i’
0414085 -- Space Comm Mav & Comm Architecture

0414085 E0GOA

-- Space Comm Mav & Comm Architecture

0902001 -- 09101 ; Other Administrative Senices
- Safety REG -- Regular =l Add Froject |

0902001 E0002
0902001 E0003
0902001 E00O4
0902001 E0005

-- EA Rotational Engineer
-- Div Reps Safety & Quality
-- HR Tracking and Planning x|

[33634023\ - 3771040AD 115300  [3771010CL - 732500N] [F3250EX - RSST10063701]

Choose leave and special hour types hers:

|AL - Annual Leave

j Add Leave | ‘

Projects for Timesheet (DUCK, DUEY )

0502001 E0002Z
Safaty

TDOY REG

X

0380100
LEAVE CODE

After selecting a leave type, click the Add Leave button. The annual
leave code has been added to the bottom of the Add Projects page
and to the front of the timesheet.

04/01/2005
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Adding Leave (cont)

Normal (01/23/2005 - 02/05/2005) & &

Approval Status: N

Sun
Project & (Add) 01/23
0.0
0502001 E0002 oY REG
(2 8.0 j0o
Safety
0380100 AL
> X @ 0.0 j0o
LEAVE CODE
Week 1 Total 8.0 0.0
Sun
Project & {Add) Total 01/30
0.0
0502001 EQQO2 oY REG
e 0.0 Joo
Safety
0380100 AL
Xwo 0.0 Joo 0.0 0.0 Jo.o 0.0 jo.o f0.0
LEAVE CODE
Week 2 Total 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Approved OT Reguests: Mone for this pavperiod. GRAND TOTAL: a.0

Annual Leave appears on the timesheet. Hours to a leave code are added in
the same manner as adding hours to a labor code.

(Helpful leave code hint—if a holiday falls in the pay period, the day will not
be green, but pink.)
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Timesheet Completed

=X
©. WebTADS isc (Development and Test) \Welcome: DUEY DUCK System: Normal Today is 03/31/2005
My Timesheet Online Support Logout
Name: DUCK, DUEY Tour Type: 5 Routed: 0CONT
FLSA: Exempt Part-time Hrs: 0 Phone: 258-552-1111
Approved: No Approved By: [B=] cave Balances | hide details

I

@ The 2004 Combined Federal Campaign ended on 11/12/2004,

Hello from WebTADS

Normal (01/23/2005 - 02/05/2005) E &

Approval Status: N

Sun
Project & (Add) 01723
0.0
0502001 E0OOO2 DY REG
; 400 0.0
Safety
0330100 AL
0.0
LEAVE CODE IU'U
Wesk 1 Total 40.0 0.0 ! ! ! ! ! . z
Sun i
Project & (Add) Total 01/30
0.0 20 20 8.0 2 20 .
09-02001 E0QO2 oY REG 320 IU.U
Safety
0380100 AL
LEAVE CODE ES IU'U
Week 2 Total 40.0 0.0 8.0 8.0 8.0 8.0 8.0 0.0
Approved OT Reguests: Nene for this pavperiod. GRAND TOTAL: 80.0

This timesheet is complete. There are no errors or warnings on this
timesheet.
04/01/2005 21




General Errors

N

L

#® General errors will appear on the timesheet if it is
incomplete.

#® General errors will disappear as time is entered on the
timesheet. When the timesheet has been completed for the
pay period, all general errors will be gone.

# Clicking the dynamite &m found next to the update button
will take you to the bottom of the timesheet where the
errors are displayed.

Enter a comment

|- |

Tue 01/25 ERROR_020 Standard hours and nonpaid hours for a day should equal work schedule hours. Work schedule hours = 8.0 Current total = 0.0

ork schedule hours = 8.0 Current total = 0.0
Thu 01/27 ERROR_020 Standard hours and nonpaid hours for a day should equal work schedule hours. Work scheduls hours = 8.0 Current total = 0.0

WWed 01/26 ERROR_020 Standard hours and nonpaid hours for a day should equal work schedule hours.

Fri 01/28 ERROR_020 Standard hours and nonpaid hours for a day should equal work schedule hours. Work schedule hours = 8.0 Current total = 0.0
Man 01/31 ERROR_020 Standard hours and nonpaid hours for a day should squal work =cheduls hours. rk 2chedule hours = 8.0 Current total = 0.0
Tue 02/01 ERROR_020 Standard hours and nonpaid hours for a day should equal work achedule hours. k 2chedule houra = 8.0 Current total = 0.0
Wed 02/02 ERROR_020 Standard hours and nonpaid hours for a day should equal work rk zchedule hours = 8.0 Current total = 0.0
Thu 02/03 ERROR_020 Standard hours and nonpaid hours for a day should equal work =chedule hours. Work schedule hours = 8.0 Current total = 0.0
Fri 02/04 ERROR_020 Standard hours and nonpaid hours for a day should equal work schedule hours. Work =chedule hours = 8.0 Current total = 0.0
ERROR_023 Standard and nonpaid hours for the wesk must equal 40. Current total for Wesk 1= 8.0

ERROR_023 Standard and nonpaid hours for the week must equal 40, Currgnt total for Wesk 2=0.0

edule hours.

I
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Warnings

Warnings will appear at the top of the timesheet.
A timesheet may be approved with warnings on it.
However, it is recommended that a warning be corrected if possible.

In this example, annual leave has been added for Friday, February 2.

A warning appears stating that annual leave exceeds the employee’s
annual leave balance.

¢ ee

Hello from WebTADS
WARNING_080 Annual Leave used excesds your leave balance. AL hours = -8.0 ‘_

Normal (01/23/2005 - 02/05/2005) E 4

Approval Status: N

Sun
Project & (Add) 01123
0.0

0902001 E00O2 DY REG
) 40.0 0.0
Safety
0320100 AL
LEAVE CODE 0.0 |U.[] |U.[J
Week 1 Total 40.0 0.0 0.0
Sun Sat
Project £ {Add) Total 01/30 02105
0.0 0.0
0502001 E0DO2 oY REG
: 32.0 0.0 0.0
Safaty
0380100 AL
LEAVE CODE g * IU'U IU-U
P ——
. - o —
Week Z Total 40.0 0.0 0.0
Approved OT Reguests: None for thiz pavperiod. GRAND TOTAL: 80.0
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Critical Errors

# Critical errors will also appear at the top of the screen.
# A critical error must be corrected.
#® A timesheet containing a critical error can NOT be approved.

# Unapproved timesheets can not be sent to the Department of the Interior
for processing. This could result in the employee not being paid
appropriately.

@ In this example, holiday leave was entered on a day that was not a holiday.
This mistake resulted in a critical error.

N

Hello from WebTADS

RITICAL_015 Holiday leave and Holiday work hours may only be entered on a holiday. Holiday hours = 8.0 ‘_

Approval Status: N

Sat
Project & (Add) 01/29
0.0
0902001 E0DOZ oY REG [o0
Safety .
0380100 AL
X 0.0 Jo.o Joa
LEAVE CODE
0380100 HL
LEAVE GODE 0.0 |D,D IU 0
Week 1 Total 40.0 0.0 0.0
sun sat
Project & (Add) Total 0130 02105
0.0 0.0
0902001 E0DOZ Vv REC
- 32.0 Jo.o Jo.o
Safety
0380100 AL
X 0.0 Jo.o Joo
LEAVE CCDE
0380100 HL ‘—
LEAVE CODE \‘M IU.U
Week 2 Total 0.0 0.0 0.0
Approved OT Requests: None for this pavperiad GRAND TOTAL: B0.0
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